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PA61 - System Generated Quota Corrections
Instances where this infotype will need to be 

created are: 
(1) During Audit an error is discovered in 

accrued absence quota beyond the fiscal 
year; 

(2) Employees transferring from non-
participating agencies where the absence 
quota balance is accepted by the receiving 
agency; 

(3) Employees rehired within two pay periods 
where the employee must pay back annual 
lump sum payout; 

(4) Employee has received compensation 
through Workers’ Compensation in addition 
to being compensated by their own leave.  
This is done by DFA Central Office HR.

(5) Re-instatement – When an employee is 
reinstated with all benefits restored. 

 
 
Before you do a Quota Correction, make sure that you 
have thoroughly researched the discrepancy and that you 
have documentation to justify the Quota Correction.  
 
Always complete a Quota Correction and state the reason 
for the correction in the designated space in the form.  The 
correction must be approved by the employee’s supervisor 
and signatures are required.  
 
Be specific in stating the reason for the correction 
including type of error and the dates affected. 
 
When the process is complete file the form and supporting 
documentation in the employee’s leave file. 
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PA61 - System Generated Quota Corrections

Eligibility should be 
researched before 

making quota 
corrections in the 
AASIS System

 
 
If you conclude that the discrepancy between an 
employee’s manual record and PT50 is due to a timesheet 
keying error always correct/change the timesheet. You 
can go back to 6-24-04, to change a time sheet.   
 
NOTE:  Be very careful with your changes to an 
employee’s timesheet for prior pay periods.  The changes 
you make may affect their paycheck. 
 
If you are not sure what action to take whether it is to 
change the time sheet or do a Quota Correction, please 
call a member of the central office HR staff prior to taking 
any action.  
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PA61 - System Generated Quota Corrections

Both dates should be the day the 
Quota Correction is done

Enter a personnel number; press enter
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PA61 - System Generated Quota Corrections

Enter 2013 in the 
‘Infotype’ field

Enter a subtype or choose
from the drop-down list.

Or click Time Quota tab; highlight Quota Correction and 
enter dates and type of leave. 
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PA61 - System Generated Quota Corrections

Click to create

 
An AASIS Training Guide – Enterprise HRLAD – Time and Leave Administration

AASIS Support Center, Diane Hill
12/16/04  Revised to V3 6-9

PA61 - System Generated Quota Corrections

Note: These fields will default 
based on the previous screen 
entry
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PA61 - System Generated Quota Corrections

Enter the number of hours and/or 
minutes you are creating the quota 
correction for.

Never enter a negative figure here!! 
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PA61 - System Generated Quota Corrections

Choose appropriate radio button to 
increase or reduce leave hours.
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PA61 - System Generated Quota Corrections

ALWAYS select ‘Only 
transfer quota 
correction immediately’
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PA61 - System Generated Quota Corrections

Click to 
validate

Click to save
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PA61 - System Generated Quota Corrections

You will receive this message

 
A successful Time Evaluation is necessary before you can 
view the results of The Quota Correction in AASIS. 
 
Print a screenshot of the “before” and “after” the correction 
is made, and attach it to all other documentation. File in 
the employee’s leave file.  


